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Master Template — Home Page — default.aspx

Header Left
(626px x 120px)
Agency Logo & Title

Header Right
NV.GOV Branding & Search

Main Navigation - Flex Menu (width 940px)

Banner Left
(Small: 600 x 300px and Large: 910 x 300px)

Slides Template either small or large

Banner Right
(width 200px)

Images, Content, etc.

Next Scheduled Meeting, Popular Links,

Main Content
(width 480px or 700px full)

Content/text displayed on home page,

initiative boxes (images 215 x 150px), carousel (images 180 x 180px)

Site Setup in Setup Folder

Logo — Top header information Banner
Logo Image (upload image to features
folder)

Image Specifications:

-image files saved as PNG
-small size: 155px x 120 px
-large size: 625px x 120 px

Agency Title — Home page ID field

Main Navigation — Menu settings section
Main Navigation (Top)

Footer Menu — Menu setting section
Footer Menu (Bottom)

Copyright info — Menu Settings section
Footer Menu (Bottom)

Do not recommend removal
of NV.Gov Branding

Left Content
(width: 445px)
Content Block

Right Content
(width: 445px)
Content Block

Footer Menu - Flex Menu (width 940px)

Areas Configurable
in the Metadata Tab

Banner Left — Slides
Banner Right — Content/Images
Main Content — when right content is
empty the main content area will expand to
take up the width of the page
Main List Summary — Assign a folder and
everything in the folder populates the the

Main Content Area.

Left/Right Content — two column format

Copyright Info - Flex Menu (width 940px)

Basic Training Guide

Content Area: 910px | Margins 15 px (940px)
Margins Between Sections: 25 px
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Master Secondary Template — PageStylel.aspx — Page Template

Header Left . Do not recommend removal
f NV.Gov Brand
(626px x 120px) Header Right of NV.Gov Branding

NV.GOV Branding & Search
Agency Logo and Title

Configuration in /layouts/config.xml

Main Navigation - Flex Menu (width 940px) Agency Title — Home page ID field

Main Navigation — Menu settings section
Main Navigation (Top)

Left Content Left Menu — mirrors Main Navigation (left)

(width 180px)

Footer Menu — Menu setting section
Content Block

Footer Menu (Bottom)

Copyright info — Menu Settings section
Footer Menu (Bottom)

Main Content Right Content

(width 480px or 700px full) (width 200px) Logo — Top header information Banner
Logo Image (upload image to features
Content Block Content Block

folder)

Image Specifications:

-image files saved as PNG
-small size: 155px x 120 px
-large size: 625px x 120 px

Left Menu
(width 180px}

Flex Menu Areas Configurable
in the Metadata Tab

Main Content — when right content is
empty the main content area will expand to

Main List Summary Right List take up the width of the page

(width 90px) (width 120pXx)
List Summary List Summary Main List Summary — Assign a folder and

everything in the folder populates the list
summary

Footer Menu - Flex Menu (width 940px)

Content Area: 910px | Margins 15 px (940pXx)
Copyright Info — Flex Menu (width 940px) Margins Between Sections: 25 px
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http://agency.nv.gov/Pages/Pages_-_Smart_Forms/

Logging In

and Navigating to Your Website Folders

Direct your browser to http://staging.nv.gov and log in using your State email login credentials.

Welcome to

Welcome to our new blog and to the latest version of Ektron 8.5. We plan to Syne to Production Status
provide information here on our blog related to the system status 9am Sync: /2012 @ 9:00-03 AM
enhancements and pointers of how to develop great looking pages. We also 12pm Sync: 2012 2:09:52 PM
will past on the right side the current sync status, system down maintenance 3pm Sync: 2012 @ 3.00:08 P
schedule and other related information.We hope you will like the new system épm Syne: /2012 @ 80017 P
and our new way of communication to content contributors and editors. The

Webteam "Agency" Template Version

. . _ . .gov
Enterprise Information Technology Services N Lnencies | Jobs | Abaut Nevada|

Web Staging Environment -

Clicking on this....

Official State Webteam Blog Work Area Login

8.5 and to our New Blog

Current Build: 2.1.005
Build Date: 12-20-11

Legislature About Nevada
|ty

- . . — . .gov
CMS400 Login 7 Enterprise Information Technology Services NV Agencies | Jobs | About Nevada

ol T Web Staging Environment -

wlogin @ Cancel

...will cause the login
al State Webteam Blog

VV_e\I;:om:\e\ to 8.5 and to our New Blog dIaIOg to appear.

Welcome to our new blog and to the latest version of Ektron 8.5. We plan to Sync to Production Status
provide information here on our blog related to the system status 9am Sync:

enhancements and pointers of how to develop great looking pages. We also 12pm Sync:

will post on the right side the current sync status, system down maintenance 3pm Syne:

schedule and other related information.We hope you will like the new system épm Syne:

and our new way of communication to content contributors and editors. The

Webteam "Agency" Template Version

Current Build: 2.1.005
Build Date: 12-20-11

Executive Legislature About Nevada

Basic Training Guide
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http://staging.nv.gov/

Select the “Workarea” button...

Official State Webteam Blog

Webteam

Legislature

) CMS400 Workarea for glyon - Mozilla Firefox

. . — : .gov
Enterprise Information Technology Services NV

Web Staging Environment -

W_e_lg:omu‘e‘ @0__8_.5 and to our New Blog

Agencies | Jobs | About |y s

_ preview

Clicking on ‘Workarea’...

Welcome to our new blog and to the latest version of Ekiron 8.5. We plan to 9am Sync:

provide infarmation here on our blog related to the system status 12pm Sync:
3pm Sync:

enhancements and pointers of how to develop great looking pages. We also &pm Sync:

will post on the right side the current sync status, system down maintenance
schedule and other related information.VWe hope you will lke the new system

and our new way of communication to content contributors and editors. The "Agency” Template Version

[SEXEXYN]

Current Build- 2 1. 005

Build Date: 12-20-11

About Nevada

Will open a new window displaying the Ektron workarea.

9:00:03 AM
12:09:52 PM
3:00:06 PM
6:00:17 PM

ContentByCategory i

= &) Folders
4 admin nv gov
=% Agency.nv.gov
# T alcohol.nv.gov
21 Alerts
4 AMBERAlert nv gov
=2 barber.nv.gov
9 beltca v gov
=% bop.nv.gov
9 boxing.nv.gov
9 budget nv.gov
4 capitolpolice nv.gov
= chirobd.nv.gov
4 cosmetology nv.gov
¥ crimecommission nv.gov

4 energy nv.gov
1 fire-nv.gov

4 funeral nv gov

=1 iaudits.nv.gov

= Mnv.gov

=1 marriage.nv.gov

4 massagetherapy nv.gov
= med.nv.gov

=% motorpool.nv.gov

1 ndow.org

=% nhp.nv.gov

= nitro.nv.gov

=1 nvdbo.nv.gov

=% nwepository.nv.gov
4 ocjnvgov

7 optometry.nv.aev
Taxonomies

<

Collections

Menus

Desktop Content Library Settings

Language D

Status

Date Modified

Basic Training Guide - Revised 6/20/2014
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) CMS400 Workarea for glyon - Mozilla Firefox

Desktop Content Library Settings

ektron

View Contents of Folder "User 17
opLometry-nv-gov ¥
3 ots.nv.gov NEW || VIEW || DELETE || AcTion | (3] @
— p16.nv.gov
= emplanemgoy — |
E  content - S I h I H i
elect the plus sign (+) next to your
= Admin {2 carousel 4 Smart Fol 06:44 AM
audits nv.gov A A
Eelca o domain name (i.e. play.nv.gov) and
. |% g‘u &) Documents | Smart Fo
sl nv.gov .
) Diana navigate to the folder where the
—| DPS.nv.gov QGlDSSGF‘, 4 Smart Fo .y ® 49:49 AN
ST page you want to edit is located.
= FrEange, Q Initiative Box 4 Smart Fol 54:44 AN
B = Gary
—| Home
=l Pages Q Links 4 Smart Form: Links 1302 1/9/2012 8:49:00 AM
=l | User 1
—| User 10 QHeelmgs and Agendas 4 Smart Form: Meetings & Agendas 1304 1/9i2012 8:50:18 AM
—| User2
i User3 e 4 Smart Form: P 1206 1912012 8:51:26 AN
| Userd age Smart Form: Page 306 19/2012 8:51:26 AM
) Users
—| Userb Q Press Release 4 Smart Form: Press Release 1307 1/8/2012 8:51:59 AM
—| User 7
= Uz ) slides | Smart Form: Slides 1309 11972012 B:53:37 AW
“J User§
== home
Features Q Social Media Links 4 Smart Form: Social Media Links 1312 1/9/2012 8
i Judy
I Linda Q Staff List 4 Smart Form: Staff List 1308 1/9i2012 8:52:51 AM
motorpool.nv.gov
— PublicWorks.nv.gov
. QT&WS 4 Smart Form: Tahs 1313 1/9/2012 8 JAN
| purchasing.nv.gov
—1 SSBCI
—| Taxicab nv.gov
= Test
~| training.nv.gov
# [ podiatry.nv.gov
T post nv.aov A
Taxonomies
Collections
Menus

GlLyon, GLyon

GlLyon, GLyon

GLyon, GLyon

Glyon, GLyon

GlLyon, GLyon

GLyon, GLyon

GLyon, GLyon

Glyon, GLyon

GlLyon, GLyon

GLyon, GLyon

GlLyon, GLyon

GLyon, GLyen

Basic Training Guide - Revised 6/20/2014

Page 3




Add Content to a Smart Form (Edit Content Block

) CMS400 Workarea for glyon - Mozilla Firefox

[ Library

GRLOMETTy.NV.gov
ots.nv.gov
~7 p16.nv.gov
£ play.nv.gov
== content
| Admin
audits.nv.gov
| Beltca nv.gov
—| Dairy nv.gov
Diana
| DPS nv.gov
energy.nv.gov
Fire_nv.gov
Gary
~1 Home
== Pages
=l User1
—I User 10
—I User2
I User3
| User4
I Users
I User6
User 7
| Userg
I User§
home

now o

—| Features
1 Judy

Linda
| motorpoal.nv.gov
I Public\Works nv.gov
| purchasing.nv.gov
I 8SBCI
| Taxicab.nv.gov
Test
training.nv.gov
podiatry_nv.gov
7 post.nv.qov hs
Taxonomies

Collections

74 start

Settings

View Contents

NEW VIEW DELETE ACTION | [ |
@ Carousel 1 Smart Form:
Q Documents 4 Smart Form.
2 Glossary 4 Smart Form;
&) Initiative Box 14

QL\HKB

2] Meetings

of Folder "User 1" 2=

Smart Form:

and 5 1 2mart Form

| Page = Smart Form
QP[ESE Release 1 Smart Form:
Q Slides 4 Smart Form.

Carousel

Documents

Initiative Box

Links

Meetings & Agendas

Page

Press Release

Slides

Language

ektron

Click on the type of Smart
Form you want to edit,

| von

|von

| von

1311 A 19/2012 &:54:44 AN
1302 A 118/2012 8:49:00 AM
1304 A 1192012 8:50:18 AM
1306 A 11812012 8:51:26 AM
1307 A 1/9/2012 8:51:59 AM
1309 A 11912012 8:53:37 AM

GLyon, GLyon

GLyon, GLyon

GLyon, GLyan

GLyon, GLyon

GLyon, GLyon

GLyon, GLyon

ots.nv.gov

2 pi6.nv.gov
204 play v gov
=]

content
. Admin
| audits nv.gov
I Beltcanv.gov
i Dairy.nv.gov
Diana
I DPS.nugov
= energy.nv.gov
| Firenv.gov
= Gary
| Home
= Pages
I User
= User 10
= User2
I User3
| Userd
User 5
User
i User?
= User8
I User9
2= home
= Features
0 Judy
Linda
1 motorpool i gov
1 PublicWorks nv gov
1 purchasing nv gov
= ssBCl
~ Taxicabnv.gov
Test
| training nv.gov
podiatry.nv.gov
T post.nv.aov
Taxonomies

Collections

Menus

attings

Reports

View Content "Page”

<

EDIT

Propel

Q X

#

@

vibhkE &

"

Metadata Alias. Comment

View:  Engish (1.5 [w] Add: [ select langusge- ()] | &

ektron

1(Bui

€

Tasks

...then select the ‘Edit’
button in the toolbar at
the top of the page.
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Adding a Smart Form to Your Website

In most cases your website will be pre-populated with the Smart Forms your agency has requested. The
following procedures will allow you to add a new Smart Form in the event another is required. Refer to
Appendix A for a list of currently available Smart Forms and guides and how they are intended to be used and
where to enter content. You can also view available Smart Forms by going to the Page Layouts — Smart Forms

webpage.

If a Smart Form is listed in Appendix A or on the Page Layouts — Smart Forms webpage and does not appear in
the New > Smart Form drop-down menu for your site, please contact Stateweb at (775) 684-7323.

Basic Training Guide - Revised 6/20/2014 Page 5



http://agency.nv.gov/Pages/Pages_-_Smart_Forms/
http://agency.nv.gov/Pages/Pages_-_Smart_Forms/

Appendix A - Smart Form Usage Guide

The following pages contain guides to selecting Smart Forms and adding content.

Basic Training Guide - Revised 6/20/2014
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Appendix A - Section 1 - Some Smart Forms Available

Staff List Smart Form

Smart Form: Staff List Page Style 1

The STAFF LIST smart form provides a uniform way to display
your top most staff or sales team. Staff can be organized by
location or category. Images are also an option but not required.
The Organization title allows you to link to the organization if
chosen and again is an option.

O staff List
List of Members

Carson City Office

The Carson City Office Stafl

o ®© ©

Page Title (optional): : Jeff y,-;gémmme
I (1] l e ent of Adminstratior
k3

Page Copy (optional, general copy located above links area):

9 \ augue non ¢ iceing tortor in? Pellentes
porttitor proin mid. Aliquam rmoncus sit? Lacus pelientesque integer cras sed,
phasellus mauris etiam aliquam amet habitasse In panturient, Integer phasefius! A. Eros

Style (Choose |ay0ut type) augue mattis, nist tincldunt nUNG turpls amet enim. Eu dapibus? Ut aliquam turpis in
placerat amet eros augue

Ostyle1 OStyle2 O Style3

— Section

Tlﬂe' uis nUNC Magnis tristique dis! Magnis capious elit Integer nakulus et
| © | < o B
oo 5 c lentesgue, el
. \ - 2 Y
Description: } porttitor proin mid. Aliguam rhoncus sit? Lacus pelientesque integer cras sed, odio odio
| / . Praselus mauns etiam alquam amet nabRasse In parturient. Integer phaseius! A Eros
augue matfis, n. unt nune turpis amet enim Eu dapibus? Ut aiiquam turpis in
placerat amet eros augue
r Staff
Name: I Teresa Thienhaus
Title' nunc magnis tristique ais! May apbus elit mteger lus et

ittis nec mauns ef. platea dolor et, tincidunt matt
scelerisq que pulvinar toror lurpis. A massa, a? In ut ac vi amet amet
amet, mauris risus, a¢ eu, lurpis augue non ¢ iscing tortor In? Pelientesque. et
porttitor proln mid_ Aliquam moncus sit? Lacus pellentesque Integer cras sed, odio odio
phasellus mauris etiam alquam amet habitasse In parturient. Integer phaselius! A Eros
| augue matfis, nisi tincidunt nunc turpis amet enim Eu dapibus? Ut akquam turpis in

ique? Uma ut odio

Biography:

placerat amet eros augue

Organization:

o |© |© |©

Organization URL: [& @

Photo: .2 ©
staff_item

section
Page Style:
Style 1 — In a column format / orange theme. All fields are displayed.
Style 2 — In a column format / blue theme. Al fields are displayed.
Style 3 — Currently no template has been defined for style 3.

Basic Training Guide - Revised 6/20/2014 Page 7




Documents Smart Form

Smart Form: Documents
The DOCUMENTS smart form provides a uniform way to display
your documents by category along with hosting multiple document
types.
Page Title (optional):
l o |
Page Copy (optional, general copy located above links area):
I 2] |
Style (choose layout type):
O Style1 (O Style2
— Documents
Category Title:
| ) |
Category Description:
| [4) |
— Document
Document Title: Document Date:
| (5] | |Q Currently Not Supported |
Document Description:
I o |
File
Type: File:
OFile OOnline Form O Fillable Form RO
file_item
document_item
documents_item
Page Style:
Style 1 — In a column format / orange theme. All fields are displayed.
Style 2 — Currently no template has been defined for style 2.
Style 3 — Currently no template has been defined for style 3.

Page Style 1

© © Documents
e List of Decuments page

e General Documents

o Here are some general documents

e Document 1 opr:l | docx
This Is Document 1 Description o

Document 2 dock
Second Set of Documents

Here are some other documents

Document 3 par | par
Just another document

Document 4
Last of the documents

Basic Training Guide - Revised 6/20/2014
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Glossary Smart Form

Smart Form: Glossary

The GLOSSARY smart form provides a uniform way to display
your terms and definitions for your organization.

Page Title (optional):
| o |

| 2] |

Style (choose layout type):

OStyle1 O Style2

Glossary Item
Term:

| (3]

Definition:

glossary_item

Page Copy (optional, general copy located above links area):

Page Style:

Style 1 — Terms are on top line will the definition is indented below.
Style 2 — Terms are embedded in the text in bold.

Style 3 — Currently no template has been defined for style 3.

Page Style 1
© (O Smart Form: Glossary - Style 1
e The following ltems are definitions for the IT Section

o Communication Systems

o Provides primary public safety communication infrastructure support for State agencies, federal and local
public safety entities operating In Nevada. Also provides communication transpo! vices, microwave

communication channeis, mountaintop communication site space and engineering.

Computer Operations

IGES COMPULEr-processing services
ame and server fam  Alo provi

¢ 7 x 365) Using various computing platforms, including
5 hosting of server hardware for agencies

mal

Contract Administration

Responsible for developing and issuing Requests for Proposals thal include information lechnology
components, contract review and monitoring. and coordination and monitonng of State agency requests for
IT consultants through the DoiT Master Service Agreements

Data Networking (SilverNet)
DlT's stalewide data network providing high-speed/broadband network connectivity services for

agencies. local and county govemments. Secure services incluce high-speed internet access, dialup and
Virtual Private Network connectivity

Page Style 2
(2 Smart Form: Glossary - Style 2

Communication Systems: Provides primary public safety communication infrastructure support for State
agencies, federal and local public safety entities operating in Nevada. Also provides communication transport
Services, microwave communication channeis, mountaintop communication ste space and engineenng

Computer Operations: Provides compuler-processing services (24 x 7 x 385) using various compuling
platforms, including mainframe and server farm. Also provides hosting of server hardware for agencies

Contract Administration: Responsible for developing and issuing Requests for Proposals thal include
Information technoiogy components, contract review and monitoring, and coordination and monitoring of State
agency requests for [T consultants through the DolT Master Service Agreements

Data Networking (SilverNet): DolT s statewide data network providing high-speed/broadband network
connectvity services for State agencies, local and county govemments. Secure senvices include high-speed
intemet access, dialup and Virtual Private Network connectivity

Basic Training Guide - Revised 6/20/2014
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Links Smart Form

Smart Form: Links

The LINKS smart form provides several layout options for
displaying a list of links on a page. The LINKS smart for also
allows for categorizing the Links for an easier display just like the
example displayed on the right.

Page Title (optional):

| o |
Page Copy (optional, general copy located above links area):
| e |

Style (choose layout type):

Ostyle1 OStyle2 OStyle3 O Styled O Style5
— Category
Link Category (Optional):

| ) |
Category Description:

| o |

Link
Link Title:

© |

Link URL:
2O

Link Description (optional):

INk_item
link_category

Page Style:

Style 1 — Displays all fields with no bullet icon for each item.

Style 2 — Displays all fields and adds a graphic bullet to each link item
Style 3 — Displays Cat in a bar style along with Description and Titles
Style 4 — Currently not defined

Style 5 — Displays only the Cat Title and Link Title.

Links Style 1 Displayed

@ (© Smart Form: Links - Style 1
e A sample of the Links Smart Form
e State Links
o List of State Links
estate of Nevada
o;lalu or;:evrada Home page

Governor's Office
" -

al Governor's website

Official First Lady website
City Websites
List of Cty Related Websites

City of Reno
D H1eno.gov

City of Reno's Websile

City of Las Vegas

City of Las Vegas's Wedsite

Links Style 2

State Links
List of State Links

© State of Nevada
il i gore

State of Nevada Home page

© Governor's Office
it g e gy

Offical Governor's website

© FirstLady
M ety nv.gov

Official First Lady website

Links Style 3

List of State Links.

State of Nevada
State of Nevada Home page

Governor's Office
Officlal Governor's wensite

First Lady
Officlal First Lady website

Links Style 5

© State Links
(5 K>} State of Nevada

© Governor's Office
© First Lady

City Websites
© City of Reno

© City of Las Vegas

Basic Training Guide - Revised 6/20/2014
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Meeting Information Smart Form

Smart Form: Meetings

Page Title (optional):
l (1 |
Page Copy (optional, general copy located above links area):
I © |
© Page Style: Home Style: Display Title  Doc Home URL:
[svet Jv] [(sver [v] [ @ 1 RO
— Meeting
Meeting Status:[Active [¥]
Date: Time: somavewy  Description: Notes:
L e || e | o | |
Location
Type: Address: Room: City Link
(=i V]| @ R e |B
location_item
Document
Document Type: 0 Document Title: File Type
O Agenda (O Minutes () Attachments =
(8]
document_item

meeting_item

Page Style:

Style 1 — In Table format / orange theme. Only field not displayed is Description.
Style 2 — In Table format / blue theme. Only field not displayed is Description.
Style 3 — In column format / gray theme. Only field not displayed is Description.

Home Style:
Style 1 — In orange theme with date and time displayed.

Page Style 1

@ Smart Form: Meetings and Agendas

e This Is an example of the Meetings and Agendas Smart Form

Lacation Agenda  Minutes  Aftachments
Guinn Room - 101 N Carso 112
Room 430 £ Washi (7]
2nd Floor - ¢ 1 0 0 1 0
Page Style 2
1110/2011  Guinn Room - 101 N Carson Street - Carson City 112
U8.00AM  Room 4300 - 565 E. Washington Street - Las Vegas
110172011 2nd Floor - 401 N Carson Street - Carson City 1 1
08:00 AM
Page Style 3
17102011 Hesting of the Directors ()
08.00 AM Guinn Room - 101 N Cars: rson City
Room 4300 - 556 E. Washington Street - Las Vagas
Agenda’ 1|2 Minutes: Afttachments
1110172011 Board of Directors
08:00 AM 2nd Floor - 401 N Carson Street - Carson City

Agenda: 1 Minutes: Attachments: |

Home Style 1 (only displays on home page)

Next P16 Meeting 4

January 11, 2012@ 09:00 AM ©

Basic Training Guide - Revised 6/20/2014
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Page Smart Form

Smart Form: Page

The PAGE smart form provides an easy way to display body of
text. This is the simplest form and allows for choosing two header
styles and adding photos to each paragraph on the left. The smart
form currently provides for two page styles. Style 1 is a one
column while Style 2 is a two column layout.

Page Title (optional):
| o |

Style (choose layout type):
OSstyle1 O Style2

— Paragraph
Header (Optional):

| e

Header Style:
O <h2> O <h3>

Paragraph:

Image:
« O

page_item

Page Style:
Style 1 — Displays only one column
Style 2 — Displays two columns

Paragraph Header:
<h2> — Displays in a bold font and has a line under the text.
<h3> — Displays in a smaller size and color with no line.

Page Style 1 Displayed

(-]

(& Smart Form: Page

First Header Style (h2)

o0

Pulvinar est, fortor cras arcu s e amet, et turpis, facilis:
eu. Magnis et risus pulvinar tincidunt nisi placerat nisi cin
massa A enim, amet portitor? Pellentesque a eit. odio!
Elementum n 1 nascetur dis! Uma adipiscing sit. Auctor pi
ac pid eleme: n penatibus? Nisi. penatibus al Turpis dapiby

platea a sed auctor, portitor sit, augue
porttitor ullrices, natogue elementum est

lensque turpis lundium
is Turpis maths nisi ut m
m hac. tincidunt auctor. Nascetur

dig:

aNqUEt TUIS VUt, penatibus tempor augue tncidunt alGuet ac rdiculus Moncus. ANlGUAM nunc, dictumst
ndiculus. Pulvinar integer

9 Second Header Style (h3)

PUNVInar est, tortor Cras arcu scelerisque amet, et turpis, 1acllisis turps,
platea a sed auctor, portitor sit, augue eu. Magnis et risus pulvinar
tincidunt nis: piacerat nisi adipiscing ac portiitor ultnces, natoque
elementum est, massa. A enim, amet porttilor? Pellentesque a el
Enim pulvinar eros scelensque turpis lundium Elementum nisi magnis
nascetur dis! Uma adipiscing sit. Auctor pid. Sagittis. Turpis matiis
mid diam, ac pid elementum penatibus? Nisi, g

capidus enim hac, tncidunt auctor: Nascetur aliquet turpls vut. penatious
tempor augue tincidunt aliquet ac ndiculus rhoncus. Aliquam nunc
dictumst ridiculus. Pulvinar integer

titor ultrices, natoque elementum est

a eros stelensque turpis lundium
Uma Auctor pic uak}mm Turpis mattis nis| ut mic alam.
1 penatibus? Nisi. penatibus a! Turpis dapibus enim hac, tincidunt auctor
aliquet turpis vut bus tempor augue lincidunt aliguet ac ridiculus thoncus. Aliquam nunc, dictumst
nakculus. Puvinar integer

Page Style 2 Displayed

© smart Form: Page

Page 1 Style with multiple paragraphs
2 Page Layouts - Sman Forms

o (h
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Press Release Smart Form

Smart Form: Press Release

The PRESS RELEASE smart form provides a uniform way to
display your press releases along with attachments related to the
press release.

Page Style 1
© (O Press Release

o Governor Declares October Nevada History Month

Whole Month Declared
Press Title: Q'
o Carson City, NV - September 5t
| | i
. % declaring Octol
Press SUb Tltle' month of October as history month because Nevaca

I state on October 31, 1664

Press Release Date:

® @ |©

milies’ Nevada history.
us understand all that we are today.”

Location (e.g. Carson City, NV):
| o |

Press Release Type: @
(OPress Release (OMedia Advisory O Appointment Announcement

lamation this aftemoon declann:
as history month b

Style (choose layout type):
OSstyle1 OStyle2 O Style3

Paragraphs
Paragraph Header:

&) |

Paragraph:

paragraph_item
Attachments

[ Images

[

Title: | [5) |

images
[ Documents / Links

Title: | o | B

documents

D.

(i}

Page Style:

Style 1 — Terms are on top line will the definition is indented below.
Style 2 — Currently no template has been defined for style 2.

Style 3 — Currently no template has been defined for style 3.
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Service Catalog Smart Form

Smart Form: Service Catalog

Page Title:

Enterprise IT Services Catalog

IT Labor | Computing Services | Server/Non-Server Hosting | Silvemet WAN | Telecommunications |
Network Transport | Security | Assessments

IT Labor

I

Page Parapraph:

— Category
Title:

— Item

Title: Rate: Amount:

| | |

|

URL: B
Description:

Budget Coding:

Rate Table

Title:
l

Tier: Start: End: Term: Rate:

I

Programmer / Developer Per Hour | $79.39

EITS provides a variety of software programming services including
maintenance of existing computer software applications; maintenance and
development of WEB software applications; development of new software
information systems, software testing and product support; and technical
documentation of software. Programming service is a per hour charge and is

billed monthly as incurred.
Budget: 1365 | Exp_GL: 7510 | Rev_GL: 3816 | Org Code 6561

Database Administrator Per Hour | $89.14

EITS performs a variety of database and technical information management
services including administration and tuning of database management
programs and systems, database support for new computer applications and
designs, specialized data file management and support for database planning.
DBA service is a per hour charge and is billed monthly as incurred.

Budget: 1365 | Exp_GL: 7510 | Rev_GL: 3816 | Org Code 6561

Computing Services

Batch Per CPU Minute | $25.56
Batch is a mainframe CPU (Central Processing Unit) per minute charge, for
accumulated minutes, for any job in a JCL (Job Control Language) format and
run under the zZ/OS operating system. Batch is billed monthly as incurred.

Budget: 1385 | Exp_GL: 7520 | Rev_GL: 3809 | Org Code 8521

cics Per CPU Minute | $7.56
CICS (Customer Information Control System) is a mainframe transaction
processing system used primarily by end-users. It provides a standard
interface for application programs to communicate with workstations, files and
databases. CICS is a CPU per minute charge, for accumulated minutes, for
any processing done under CICS control. CICS is billed monthly as incurred.

Budget: 1365 | Exp_GL: 7510 | Rev_GL: 3816 | Org Code 6561

DB2 Per CPU Minute | $108.75
DB2 is a mainframe relational DBMS (Database Management System) that
provides data storage, retrieval, and integrity functions required by batch or
CICS programs. DB2 is a CPU per minute charge, for accumulated minutes,
for any database processing performed. DB2 is billed monthly as incurred
Budget: 1365 | Exp_GL: 7510 | Rev_GL: 3816 | Org Code 6561

Basic Training Guide - Revised 6/20/2014
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Appendix A - Section 2 - Working With Smart Forms

Enter content using the Smart Form Guide.

Refer to “Appendix A — Section 1: Some Smart Forms Available”.

Enter your content using the Smart Form Guide for the type of Smart Form you are editing.

) CMS400 Workarea for glyon - Mozilla Firefox El@‘gl

F : staging.nv.gov/WorkAreafworkarea, aspx?LangType = 10338page =content. aspx&CantentMav =\&TreeVisible=ContentBaction=ViewContentByCategory &id =0

Desktop Content Library Settings Reports Help

Edit Content in Folder "User 1"
& eusush | ) 3 H

Title: Page & Engiish 0.5

©

Summary IMetadata Alias Schedule Comment Templates

AR A2-c- VIR ER 4‘(\:—:@'\{éz|nq|ADpl‘.'St'f\e =p B I U &|x %|i= i= iE £
m-==4ht=rEa88EE[E]

Page Title (optional}:

Management Team ‘ |
Style (choose layout type):

Ostyle 1 Ostyle 2

B~ é Paragraph
Header (optional}:

|D\rector3m\th k @]

Header Style:
@ <h2> O <h3>

Paragraph: (
Director Smith was appointed in September of 2011. His background includes....

g
Image:
o
F

page_item

P <)
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Metadata - Designate Keywords, Page Title and Description

Select the ‘Metadata’ tab and enter/update keywords that related to the content of the page so it can be
more easily found by search engines.

&%) CMS400 Workarea for glyon - Mozilla Firefox

ging.nv.gav/\WorkArea/workarea.aspx?LangTy 3&page=content.aspx&Contentav =\&TreeVisible=Content&action =ViewContentByCategory8id=0

Desktop Content Library Settings Reports Help

Edit Content in Folder "User 1"

& || pususe | @) G§ B (2 @

Titie: |Page &l Engiish s

Content Summary Alias Schedule Comment Templates

Main Module:

Text: | management Ieam* @ Q@

Edit Remove Default

description:

Department of Administration leadership { 5

management team biographies
leadership team

7]

Default current character count: 84 (2000 max.

keywords:

Text: | @ @

Edit Remave Default

title:

Text: | € © v
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Publishing Content

Publishing pushes the changes made to the production site after they next scheduled sync.

Select the “Publish” button in the top toolbar.

) CMS400 Workarea for glyon - Mozilla Firefox

taging.nv.gov/WorkArea workarea, aspx?LangType =10338page =content. aspx&Contentilay =\&TeeVisble=Contentaction=VienContentByCategor y&id =0

Desktop Content Library Settings Reports Help

Edit Content in Folder "User 1"
€ puBush | @) g & (4 @
A
Title: P &) Engish s .
Content Summary Metadata Alias Schedule Comment Templates
Main Mod§e:
Text: | management team | g @
a
v
Edit Remove Default
description:
Department of Administration leadership u
management team biographies
leadership team
Default current character count: 84 (2000 max @
keywords:
Text: |:4:‘] ]
A
v
Edit Remove Default
title:
Text: || @ v
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How to Verify Content Appears as You Want It To

Select the “Alias” tab, then click on the hot link under “Alias Name” to display the page and verify the content
appears as you want it to.

£) CMS400 Workarea for glyon - Mozilla Firefox

ontentByCatego

Content Library Settings

L OpLoMmety.mr-goy a
B9 ots.nv.gov KT @ X # = | sk L] & view:[Engish (U.5) )] Add )

®14 pi6.nv.gov

Clicking on the hot link...

= play.nvgov Properties Content Summary Iatadata Ahas Comment Tasks
=l content

Admin
audits v gov
Beltca.nv.gov Primary Alias Hame: http://play. staging.nv.goviteam/
Dairy nv gav
Diana

DPS nv.gov
energy.nv.gov Type Aliss Name
Fire.nv.gov & Gary/Pages/User Mage/
Bl Gary

L) Home

© Pages

&l User 1

[) User 10

[l User2

=) User 3

=) User 4

2 User &

Manual

Automatic

[ User 6
= User? H H H H 1 H
S ...will cause a window to open in your browser displaying the page you have edited.
[ User9

B home

| Features (2 Page - Windows Internet Explorer

B Judy ——

Linda A AT ‘ﬁ‘ mgey. vl hed| B

motorpool nv.gov i Favorites © 55 ) MoodleDocs - Recent... = Tiinveleam usersbronse ] NEATS user search ] course hours-grade require... T nvELEARN courses K] Dopwiki T Moodle development site €] State of Nevada Telephane ..,

[ PublicWorks.nv.gov

I purchasing.nv.gov

SSBCI

Taxicab.nv.gov

Test

gov
- State of Nevada
|| training nv.gov ] NV Agencies Jobs About Nevada

Play Website ,

Dost.nv.aov
Taxonomies

83 - | runevada Onine Professonal ... | EPage x

Collections

http://play.staging.nv.gov/Gar y/Pages User_1/Page/

Management Team
Director Smith

Director Smith was appointed in September of 2011. His background includes

Rights Reserved

@ Internet fa v Hwsn -

"@® ¢ 7 | @ mbox-Micosoft... | G Ektron suff ©) 2 Firefox ~ | T QuickReference fo... /7 Page -Windows In. BT &@® L mosam
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Overwriting (Replacing) a Document Previously Posted

Direct your browser to http://staging.nv.gov and log in using your State email login credentials. In the

WORKAREA click the LIBRARY tab.

Help

Content Library Settings Reports

Desktop

Click here

Library Folder: "Test\images™"
| Helpdesk Support - . . .
= | Home ADD 4 | |images |wl| | |Engiish(U.5) ¥ @
= [ Sections : : :
= [ Application Development
| | Busingss Analysts
5| DBA
|| ELearning
| Home
Programming

itle D Date Modified Filename

= [ Web
~| FAQs

| Procedures

5] | Test

[ M-Investments
[ Security
| TechOps

~| Services
Y jic.nv.gov

Navigate to the folder the document was previously uploaded to and click the Images drop-down button and
choose FILES.

Library Folder: "Test\images™

ADD | of | |lmages |wg | IEngiish (18] v L

Click here and select FILES

Title Iy Date Modified

Click on the name of the document you want to replace from the list that will appear in the right pane.

Content Library Settings Reports Help

e pi—
-~

|| Helpdesk Support
[ Home ADD | o | [Fies v English (U.5.} w (7]
= [ Sections
= [ Application Development
| Business Analysts
=| DBA
| ELearning

Title [} Date Modified Filename

Daily Situation Report 7574 6/20/2012 1:28:37 PM Trvgow/G: Application_Dx WebiTest/D port pdf

| Home
| Programming
= [ Web
[ FAQs
[[2] Procedures
[Cal | Test

| M-investments

| Securiy

Click on the name of the document you want to replace
from the list that appears here
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http://staging.nv.gov/

When the VIEW LIBRARY dialog box appears, click on the OVERWRITE icon.

View Library Itern in Folder: "Testifiles”

€ oo e E X @

Ttk Daily Situation

Click here

Fllanames: httg:/fit.nv.gow'uploadedFiles/| Tnvgow/'Content/Sections/Application_DevelopmentWeb/Test/DailySituationReport. pdf

Lilrary I0: TET4
Parsnt Foddar: Test
Last Usar To Edit: DEstey, DEstey
Last Bt Data: 82002012 1:28:37 PM
Data Creatad: 82002012 1:28:37 PM
Description:
Category

Mo categories selected

Tags
Mo Tags selected

Preview Daily Situation Report
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When the dialog box below appears, click the BROWSE button and then navigate and select the file you are
using to overwrite the existing file, then click the UPDATE button.

Orverwrite Library Item in Folder: "Test\files"

Title Filename

Daily Situation Repo http:ifit. nv. gow/uplcadedFiles/| Trvgow' Content'Secticns/Application_DevelopmentWeb/Test/DailySituationReport. pdf

Flease select a replacemen\file. |[ Browse \

Current library item:

Click here

Freview Daily Situation Report
Metadate Then click here

Drescription:

-
iili

| |Paragraph Style * | | ? |
|[B-252fi dh > ¥ E E

When the Message from webpage warning appears, click OK. When it has completed processing the original

file has been overwritten with the updated file.

Message from webpage [g|
P WARNING: You are about ko overwrite a library File!
\..‘3/
The filename of the local file will be changed
ko makch the exisking filename, This will ensure that web
links ta this library item do not break.

Conkinue?

Ik ;l[ Cancel

\

Click here
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Go to the browser page you were trying to see changes on and click the refresh button.

4 | 4— Click on this icon to refresh the page.

NOTE: If you were having trouble seeing your changes, you should see your changes
now. If not, please try viewing your changes in another browser, on another
computer or on a mobile device if that is an option. Clear your browser cache. If that
still doesn’t help, please contact your Agency’s PC/LAN Tech for assistance.
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Deleting a Document or an Image Previously Posted

Direct your browser to http://staging.nv.gov and log in using your State email login credentials. In the
Home ADD b Images - English {(U.5) - ]

WORKAREA click the LIBRARY tab.
Click here
= Sections

6 Application Development P F

o Buszinezz Analysts E . ate Modified Filename
DBA Navigate to folder
ELearning
Home
Programming
o[ Web

= | FAQs

Procedures

Content Settinos Reports Help

Library

Desktop

Helpdesk Support ~

Library Folder: "Test\images"

Test

=) Mhvestrents ADD 4 [Imee== ¥«——5 Then click here and select default IMAGES

| Security
P T if deleting an image or select FILES if

Services
deleting a file

BB

[ jicnv.gov

=
I3
C

NOTE: If deleting an image skip this step. Navigate to the folder the document was previously uploaded to
and click the Images drop-down button and choose FILES (leave on default Images, if deleting an image) from

the drop-down shown above.

DOCUMENT - Click on the name of the document you want to delete from the list.

Content Library Settings Reports Help
9}
| Helpdesk Support -
= Home ADD | & | |Fikes v English (U.5.) - (7]
3 [ Sections
= |- Application Development . _ e o :
| Business Analysis = - Hate Hoai=s FlenamE
55 DBA
| ELearning Daily Situgtion Repert 7574 8/20/2012 1:26:37 PM a Trvgov/C: /Sedtions/Application_D /WebiTestDailySitustionReport odf
=| Home
| Programming
= [ Web
FAQs .
= P Click on the name of the document you want to delete from
5 | Test .
=) Mnvestrents the list that appears here
| Security

Desktop Content Library Settings Reports Help

[rowee ] ey o et
3

B ¥ Mnv.gov ;
(=] Content ADD 4 Images 3| | [Engiish(u.S) v (%]

Contact Us

Gowvernance d 7845 8/27/2012 9:51:27 AM hitp:ifit.nv. Trvgev/C Appl D /Web/Test'2012-08-22_0841(4).png
Helpdesk Support
Home:
Sections

Application Development
Business Analysts
DBA
ELearning .
Home list that appears here
Programming
Web
= FAQs
| Procedures

o # EE

m [ b & R

Click on the name of the image you want to delete from the

=]

Glasses Image 7837 B/37/2012 8:39:18 AM hitp:hiit.n I Trvgov! /Sections/Application_D MWeb/Testg irg

Test

= M-nvestments

Basic Training Guide - Revised 6/20/2014 Page 23



http://staging.nv.gov/

When the VIEW LIBRARY dialog box appears, click on the DELETE icon.

View Library Itern in Folder: "Testifiles”

€ oo e E X @

Ttk Daily Situatdn Report

Fllanams: http:/fit.nv.gow'uploaedFiles/| Tnvgow'Content!'Sections/Application_DevelopmentWeb/Test'DailySituationReport. pdf
oy mevs Click here
Parant Fodgar: Test
Last Usar To Edit: DEstey, DEstey
Last Eait Data: 8/20/2012 1:28:37 PM
Dt Crastad 8/20/2012 1:28:37 PM
Description:
Category

Mo categories selected

Tags
Mo Tags selected

Preview Daily Situation Report
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When the DELETE LIBRARY ITEM IN FOLDER dialog box appears, check “REMOVE FROM SERVER” and click on
DELETE .

Delete Library Item in Folder: "Testifiles™

|| pELETE | | @

Itk Daily Situation Report

Flianams: http:/fit.nv.gov/uploadedFiles/| TnvgoviContent'Sections/Application_DevelopmentWeb/Test/DailySitustionReport. pdf

Library ID:

Check this box to remove the document from the server

Panant Foldsr: Test
Last User To Eatt: DEstey, DEstey
Lzt Eqit Date: B/20/2012 1:45:14 PM
Diata Craated: 8/20/2012 1:26:37 PM

Preview Daily Situation Report

Go to each of the websites pages that the document or image you deleted were on and remove any links to
documents. Then, in your browser go to each page and in the staging environment to verify the links and
document or image have been removed.

Click on the refresh button to verify the deleted document
and links are no longer on each website page.

NOTE: If you were having trouble seeing your changes, you should see your changes
now in the staging environment for your site.

If not, please try viewing your changes in another browser, on another computer or on
a mobile device if that is an option. Clear your browser cache. If that still doesn’t
help, please contact your Agency’s PC/LAN Tech for assistance.
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Adding Content to a Smart Form

Desktop

Collections

) CMS400 Workarea for glyon - Mazilla Firefox

Content

¥ energy.nzgov
® . Firenvgov
B2 Gary

# 1. Home
Pages

=

&
. ® R R XD R
P S I Y

=] homz

| Features
B Judy
®l. Linda
@1 motorpool.nv.gov
PblicWorks.nv.gov
purcaasing nv.gov
B SSBCI
ill_ Tasicab nv.gcv
®l Test
# frainng.rv.gov

J podiztry.nv.gov
! post.nv.aov
Taxnromias

Library

Settings Rapors

nitiative Box

{g Links

Help

Smert =orm: Lirks

4 Smart =orm: Meetngs

Smert “orm: Page

4 Smart =orm: Slides

| Smzrt =orm: Press Release =

ektron

Y
i o s =
CPLOMELTY-NV.gOv R
= cts.nv.gov NEW | | VIEW || DELETE || AcTION | [ )
& 1 pl16.nv.gov
55 play w.gov Tite e o o
=7 conent
® Acmin ) carousel | Smert =orm: Carousel X Jon
B o Click on the type of Smart
® ¢ gy =
? 0 D;i:ann\gzn {2| Dacurents { Smart =orm: DocLments d‘ von
= Dairy.nv.gov
e e Form you want to edit,
@[= DPS.nv.gov | Lyon

@
<]
53
x

&Acendas |-~ 1304 A

1192012 8:54:44 Al

1192012 8:49:00 Al

11912012 8:50:18 Al

1192012 8:51:26 AUl

19

51:59 Al

1192012 8:53:37 AUl

GLyon, GLyon

GLyon, GLyon

GLyon, GLyon

GLyon, GLyon

GLyon, GLyon

GLyon, GLyon

Cesktop

@ p16

v = play
&l confent

#F pos:.
Taxonom es

Collections

Menus

karea for glyon - Mozilla Firefox

Coment Liorary

gy
e

~ Admin
audits nv.gov
Beltca.nv.gcv

~ Dairy.nv.gov

Diana

DFS rv.gov
ENBIYY IV YoV
Franvgor
Gary

it . Home

Pages
Usas1
Us2r 10

hun e
Faauree

Judy

Lindz

_ mrctorpool.nz gev
_ Public\Works rv.gov

purchasing.nv.gov

. SSBOI

Texizab v gov
st
traring nv.gov

7 pod ztry.nv.gov

nv.aov st

Settngs

Reports

v i k&

Mazadatz

Alizs Commsan:

leh {J.5.) v Add | =slsct lsnguage- (v

Taske

L2

the top of the page.

..then select the ‘Edit’
button in the toolbar at
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Procedure for Adding a New Document to the CMS

There are two ways to upload a file.

1* option is to upload the document before you add it to the content block (or smart form) you want it to
appear on.

2m option is to upload the document from within the content block or smart form you want it to appear on.

Option 1 Procedures- Upload prior to Updating the Smart Form

Make sure you are logged in to the Content Management System, and then click the LIBRARY tab at
the top of the WORKAREA. Note: The WORKAREA by default opens to the CONTENT tab.

/= CMS400 Workarea for destey - Windows Internet Explorer
£ | MY Qo

Desktop Content Library Sattings Click this tab

Library Folder: ™H

# [f bop.nv.goy T ADD %
# [F boxing.nv.gov

# =¥ budget.nv.gov

® [ capitolpolice.nv.gov Title

# ¥ CharterSchoolz.nv.gov

# =¥ chirobd.nv.gov

[# [} cosmetology.nv.gov

I [ erimecnmmissinn nv onv
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Next, navigate to and click on the folder you want to upload the new document to.

—_— e g e

@ [F dem.nv.gov
&= 25 dp=.nv.gov
@ 2 energy.nv.gov
@ [ exchange.nv.gov Title o Date Modifi
@ [ fire.nv.gov
[ [ funeral.nv.gov

-~

ADD | 4 | [Fies w| | [Engish (US)

Dairy Commission Sitermap 3553 1TI2012 €
@[] HomeMeansMevada.nv.gov
[ iauditz.nv.gov
@ [ id.dps.nv.gov Dairy Commission sitemap final 3535 4/5/2012 11
[ M.nv.gov
= [ Content
Dairy Siternap POF 3558 W1TI2012 €
[ ContactUs o P =His
[ | Governance
| | Helpdesk Support How templates work I\EE 1T/2012¢
[ Home
= = Sections
== Application Development IT Final Sitermnap 3936 HE2012 110
[--| Businez=s Analysts
[~ DBA
[~ ELearning Click on the appropriate folder in the left pane —
[[| Home it will become selected as shown with the WEB
B i
— _mgmm folder below
=l = Web

Falls

Then click the ADD button in the right pane.

Library Folder: "Web\files”

ADD bRl e w3 | Click ADD button

ithe D Date Modified

Dairy Commission Sitermap 35653 372012 9:40:48 AM
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Then click the ADD button in the right pane. Then, click the BROWSE button in the “ADD LIBRARY
ITEM TO FOLDER dialog box and navigate to the form you wish to upload, and then enter the
document name.

Add Library [tem to Folder: "Web'files™

¢l save| | @

Click here and navigate to the form you wish to upload \

| | ‘ﬂ‘ Browse...

Enter document name

Description:

-
ili

| B G |Paragraph style = | | & | |
[B-=26=2 L 4T EHE E

Then click the SAVE button

€| SAVE ) . .
<« | Click here to Save and import document

Title Filename

|Complaim Form C:\Documents and Settings\dmestey\My DDCH Browse...

Description:

o
ili

| B G |Paragraph Style = | | |
|E':'*E:'*Enl‘liEliln§*h!_| E
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Your document should now appear in the right pane as shown below. NOTE: You may need to
change the drop-down from the default “Images” to “Files” to see the document uploaded.

Library Folder: "Test\files™

ADD | 4 AR

Title D

Date Modified

Delete Document Previously Posted 7720 6/21/2012 1:02:38 PM

http:/iit.nv.gow

Change to “FILES”

Filename

iles/I Tnvgow/C cti iApplication_D W Test'DeleteDoc_Procedures. pdf

Next, in the WORKAREA click the CONTENT tab, then navigate to the folder containing the smart form
or content area you wish to add the document or image to. Open the smart form or content area.

£ | M. Qo

Desktop Content Library

= [ T.nv.gov

= [ Content
Contact U=
Governance
Helpdesk Support

L
L=
L=
® [ | Home
= = Sections

= [ Application Development
Buzinezz Analvztz
DBA

[-=| ELearning
@[5 Home

[~-| Programming
=l = Web
FAQs=
Procedures

—

|

L
L
[Z5] Test

® [ M-Investmentz

® [ | Security

@ = Tech Ops

I
L

Click here

You can add a document to most
Tiie Pparagraph/description fields in most smart
forms.

2

——

Click on the appropriate
folder in this area expanding
and contracting folders as
necessary until you find the

&

folder containing the smart
form or content area you
wish to add a document or

&
&

an image to.
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In the smart form or content area, create enter the document title, description and select the file
type, then click the icon to add the link. This example uses the DOCUMENTS Template.

E‘- # Document

T «—— | Enter Document Title

< | Enter Document description

Select file type

Then, click this icon to add the link to the doc previously uploaded

When the LINK MANAGER dialog box appears, copy the document title into the tooltip area, then click
the URL button. NOTE: This step is done to provide for accessibility

Link Manager

1 http-1s ]
N Existing Bockmark:

| None v ors| |
Link Text:

|| |
Type:

Target:
. | | | Target v |
M Toolip:

i |De|ete a Previously Uploaded Document |(t»
Style:

| Mo Class w |
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Navigate to the folder containing the document you want to link to and change the type to “FILES”.

Library Folder: "Test\files”

€| ApDLIBRARY | [@ 4 [Fies ~ Change to FILES

=1

e

n
"

Title

Delete Document Previcusly Posted <€4————————————— Double-click on doc in this area
uploadedFiles/| Tnvgow Content'Secticns/Application

Double-click on the document title to add it as your link.

The LIBRARY FOLDER will disappear and in the Link Manager dialog box you will see the link path has
been added in the URL field. It is recommended that you copy the URL path to the LINK TEXT field as
this is displayed in the smart form and will make it easy to locate the folder the document resides in if
you ever have to replace it.

Link Manager

| |fup|uadedFiIesflTnugwauntentISectinnszppI|[ ]
Ezxisting Bookmark:

| MNone V| {,,#| |
Link Text:

4 |meentﬁf‘u’eI:u'TestheIeteDnc_F’rncedures.pdﬂl‘— Copy to this field
Type:

http: W

Target:

. | ||T.'arget V|
M Tooltip:

| |De|ete a Previously Uploaded Document | &,
Style:

| Mo Class W |
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The finished product will look similar to the print screen showing below.

B &Document

Sowrle
Type: ! File:
|F'DF v {uploadedFiles/Trvgow/Content/Sections/Application_Development/\Web/Test/DeleteDoc_Procedures pdf [B, !
B file_itemn

Go to the browser page in the staging environment you were trying to see changes on and click the

refresh button.

— . .
* Click on the refresh button to verify the deleted document
is no longer there.

NOTE: If you were having trouble seeing your changes, you should see your
changes now in the staging environment for your site.

If not, please try viewing your changes in another browser, on another

computer or on a mobile device if that is an option. Clear your browser cache.

If that still doesn’t help, please contact your Agency’s PC/LAN Tech for
assistance.
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Procedure for adding a new document to the CMS

There are two ways to upload your document.

1* option is to upload the document before you add it to the content block (or smart form) you want it to
appear on.

2 option is to upload the document from within the content block or smart form you want it to appear on.

Option 2 Procedures- Upload from within Content Area or the Smart
Form

In the WORKAREA make sure you are in the CONTENT tab area, and then navigate to the folder
containing the smart form or content area you wish to add the document or file to. Open the smart
form or content area.

Z | i g

Desktop Content Library

I TS
s

= [ M.nv.goy
= [ Content ME!
| Contact Us
Governance
Helpdezk Support
Home
Sectionz
— Application Development
Bu=inesz Analystz
DBA

Click here

You can add a document to most
+i paragraph/description fields in most smart
forms.

DBEE
IR

oL

—| ELearning
~| Programming
=l Web
FAals
Procedures
Z5 | Test
|| M-Investments
| | Security
=[5 Tech Ops

—

—

)
2
| Home 8
)
)
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In the smart form or content area, enter the document title, description and select the file type, and
then click the icon to add the link and import the document. This example uses the DOCUMENTS
Template.

E‘, &' Document

Document Tide: Document Date:
| < — 7= | Enter Document Title
Document Description:
< I Enter Document description

B ariie

Type: File:

[ HTML f|@4_ Then, click this icon to import the document and add the link

Select file type

When the LINK MANAGER dialog box appears, copy the document title into the tooltip area, then click
the URL button. NOTE: This entering information in the Tooltip field aids accessibility

Link Manager

1 nttposv |
N Existing Bockmark:

[Nons Y o |
Link Texxt:

{ |
Type:

Copy here \ Then, click here

Target:

. | | | Target \ V|
N Toolip:

i |De|ete a Previously Uploaded Document ¥ |l:tp
Style:

| Mo Class w |
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Navigate to the folder you want to upload the document to and change the type to “FILES”, then click

the ADD LIBRARY button.

Library Folder: "Test\files”

€ || ADDLIBRARY A [Fles wgEsglsnlis N Change to FILES

Click here

Title

Delete Document Previously Posted
uploadedFiles/| Tnvgow'Content'Sections/Application_DevelopmentWeb/Test/'DeleteDoc_Procedures. pdf

Enter the document title and click the BROWSE button.

To upload and insert a local file:

€ || ADD LIBRARY | -,

«— | Enter title

Title: |
Filename: | H BF%SE... ]
Description: | |Paragraph Style vl
= Then, click here
3~ E

Metadata:

Page 36
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Navigate to the file you want to upload. Double-click to select it, and then click OPEN.

Choose File to Upload

e

ky Recent
Documents

g

Dezktop

|

£

| by Documents

ty Compuiter

ke M etk
Flaces

Lok in: | 85

archive

4 #dFileDocImageTobMS, doc

4 efearCacheChrome_Procedure. doc
4 dearCacheFirefox_Procedure.doc

4 retearCachelE_Procedure,doc

A rebearCacheOpera_Procedure, doc
W retbearCachesal ari_Procedure, doc

W reterwriteDoc_Procedures,doc

ik Reference For Adding Conkent bo wour Ekkron website, doc

L

~#leteDoc_Procedures.doc
|5 Document - Add File or an Image,docx

A ek Template_wehsiteProcedures, doc

IEI] 1-Template_websiteProcedures, doc

= 2012-06-26_Agenda_NGCDD, pdf

t AddContent ToSmartFarm_QuickReference-3, pdf

uJ

¥ addFileDocImageTe
51| checkedoutstatus, 1
W ClearCacheChrome,
T ClearCacheChrome,
IE_IJICIEarIC.E'u:hEFirIE:I:|:|>c_
. ClearCacheFirefox_
W] ClearCachelE_Proc
T ClearCachelE_Proc
IE_ﬂClearl::au:he(:q:-era_F
E ClearZacheCpera_F
W ClearCachesafari_F
. ClearCachesafari_F
@cnntent Block will ne
IE_ﬂDEIEI:EIZ:u:u|:_F‘r|:u:E|:||_|
T DeleteDoc_Procedu

»

File name:

Filez of ype:

ﬂ Open

|8l Files %)

j Cancel

g

Click the ADD Library button to import and add your document to CMS.

To upload and insert a local file:

€ || ADD LIBRARY

'qa.‘]f

Click here

Title: |Ouerwrite a Previously Posted Document

Filename: |S:1Teu:hni|:a| Operations\Web DeuelnpmenﬂElH Browse...

]

Description: |

| E -

Metadata:

Paragraph Style -
| |
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= =

4

Click here
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The LIBRARY FOLDER will disappear and in the Link Manager dialog box you will see the link path has
been added in the URL field. It is recommended that you copy the URL path to the LINK TEXT field as
this is displayed in the smart form and will make it easy to locate the folder the document resides in if

you ever have to replace it.

Link Manager

Hyperink E-mall
LRL:

1 |fupll:|adedFiIesflTnugnquuntent-’SectinnszppI|[ ]
W Existing Bockmark:

| None v crs) |
Link Text:

:‘ |Dprnent.-"'u“u"el:rfTeSUDEIeteDDc_F’rncedures.p-dﬂ|4— Copy to this field
Type:

http: W
Target:

) | ||Target V|

M Toolip:

i |De|ete a Previously Uploaded Document | &,
Style:

| Mo Class W |

The finished product will look similar to the print screen showing below.

E. & Document

file_itemn
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Go to the browser page in the staging environment you were trying to see changes on and click the
refresh button.

4y — Click on the refresh button to verify the deleted document

is no longer there.

NOTE: If you were having trouble seeing your changes, you should see your
changes now in the staging environment for your site.

If not, please try viewing your changes in another browser, on another
computer or on a mobile device if that is an option. Clear your browser cache.
If that still doesn’t help, please contact your Agency’s PC/LAN Tech for
assistance.
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Procedure for Adding a New Image to CMS

There are two ways to upload an image.

1% option is to upload the image before you add it to the content block, smart form or html content area
you want it to appear on.

2" option is to upload the image from within the content block or smart form you want it to appear on.

Option 1 Procedures- Upload prior to Updating the Smart Form

Make sure you are logged in to the Content Management System, and then click the LIBRARY tab at
the top of the WORKAREA. Note: The WORKAREA by default opens to the CONTENT tab.

/= CMS400 Workarea for destey - Windows Internet Explorer
£ | M Qo

Desktop Content Library ttings Click this

Folders

[ belca.nv.gov
@ [ bop.nv.gov

@ [ boxing.nv.gov
@ [=F budget.nv.goy
E [ capitolpolice.nv.gov Title
@ [=F CharterSchools.nv.gov

@ [Z=F chirobd.nv.gov

[ cosmetology.nv.goy

1 [ crimecnmmissinn nv o
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Next, navigate to and click on the folder you want to upload the new image to.

= M.nv.gov # ) ) )
= [ Content ADD =8 |Irra-;a; \{l |Er-;|i5r u.s) vl T
[0 ContactlUs
@[ | Governance

| Helpdesk Support Title Date Modified
[-] Home .
5 i Seckons Click on the
= [~ Application Development appropriate folder in
Businezs Analysts . a
- the left pane — it will .
[0 DBA P Next, change this drop-

become selected as
shown with the Test
folder to the left

[ ELearning
~ | Home down menu to read
(=}
[=-| Programming

B2 [ VWeb

“Images” as shown above.

Then click the ADD button in the right pane.

Library Folder: "Test\images"

ADD | 2 [Imsges % | | English {U.5.) v | @

A\

itle Click ADD D Date Modified

Then click the ADD button in the right pane. Then, click the BROWSE button in the “ADD LIBRARY
ITEM TO FOLDER dialog box and navigate to the image you wish to upload, then enter the image
name.

Add Library ltem to Folder: "Test\images™

¢ savE | @
Click here and navigate to the image you wish to upload \
| - | | '][ Browse.. |
Metadata \
Enter image name
Description:
| B Gy |Paragraph Style = | | | | =
[H-=a= & & =+ EE E
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Then click the SAVE button

Add Library ltem to Folder: "Test\iimages”

¢ savE —o—

Click here to Save and import the image

Title Filename

S\Technical Operations\Web Developmem‘ucd[ Browse.. |

Help jpeg

Description:

-
ili

| & B G @ - - |Paragraph Style = | B T | |
|E'='E=*gn|!nil!rl%*l-?_| E

Your image should now appear in the right pane as shown below.

Library Folder: "Testiimages™

ADD | oy | [Images & [English (U.5) + | @
Title o} Date Modified Filename
Help jpeg 7833 8272012 7:43:21 AM http:/fit.nv.gowuploadedimages/I Tnvgow'Content/'Secticns'/Application_DevelopmentWeb/Test'HELP. jpg

ke
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Next, in the WORKAREA click the CONTENT tab, then navigate to the folder containing the smart form,
html content area or content block you wish to add the image to. Open it.

Content Library

M

= £ M.nv.gov
[= [/ Content HE!
[] Contact Us

[ [ | Governance

[ | Helpdesk Support
Es Home You can add an image to most smart forms,

— Secti - .
= E . Aupﬁcaﬂun Development & content blocks or using a straight HTML content

Business Analysts block.
DBA
=2 ELearning
[~ Home
Programming
= [ Web
FAQs
[Z5] Procedures
[Z5] | Test
[ M-nvestments
[+ [ | Security
@ [ Tech Ops

Title

|

B B B B

In the smart form click on the image icon to add an image to the page. The example below uses the
PAGE Template that contains an image icon which will determine the placement of the image on the
smart form.

Edit Content in Folder “Test"

¢ || PUBLISH B E[Q @
.
Title: |T99‘ - PAGE Template [English (U.8.]] IFI"IEIQE! -
o s a a
Summary Metadata Alias Schedule Comment Templates e cllck lmage iIcon
|| @ | 1% | 1= I

Regardless of which template you are using, the
bage Title {optional): appearance of the above icon will allow you to add an
' ! image to the smart form.

Style (choose layout type):

Ostyle 1 Ostyle 2

g8 é'Paragraph
Header (optional):

Header Style:

® <h2> O <h3>
Paragraph:

g

Click image icon

Bpage_tem
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When the CMS400 LIBRARY dialog box appears, in the left pane navigate and locate the folder that
contains the image you want to add to the page.

CM$400 Library For destey

@[5 Heome
= [= Sections

Library Folder: "Testiimages™

= [£= Apelication Developmen
|- Business Analysts € || ADD LIBRARY ﬁ, sl
[Z5] DBA
[Z5] ELearmning
@[5 Home
[Z5] Programming
=1} Web
[Z5| FAQs
[Z5] Prooedures
[ Test

@[5 IT-Infestments
B[ Secufty
[ Tech Pres

_®l s=vi== 1 Navigate to the folder that
2 jicnv.gov
% msmisgenvgew | cONtains the image you want to
|J' MEssage. nv.gov
= add to the page
¥ motorpecl.nv.gov
& [} ndow.org
|J' nhp.nv.gow
[ nitre.nv.gev
[ npacnv.gev
|J' npp.dps.nv.gov
|J' nsbla.nv.gov

2 Nv.gov
1 [

Title 0

Help jpeg [uploadedimages/| Tnvgovw/Content'Sections/Application_DevelopmentWeb/Test/HELF jpg) T4

Then double-click on the image
to select it.

F L

The LIBRARY FOLDER will disappear and the image will appear on your page, similar to that shown
below.

Image:

-

Go to the browser page in the staging environment you were trying to see changes on and click the refresh

button.

+1 <

Click on the refresh button to verify the deleted document
is no longer there.

NOTE: If you were having trouble seeing your changes, you should see your changes now in the staging environment for your site. If not, please try

viewing yol

ur changes in another browser, on another computer or on a mobile device if that is an option. Clear your browser cache. If that still

doesn’t help, please contact your Agency’s PC/LAN Tech for assistance.
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Procedure for Adding a New Image to CMS

There are two ways to upload your file, document or an image.

1* option is to upload the document before you add it to the content block (or smart form) you want it to
appear on.

2 option is to upload the document from within the content block or smart form you want it to appear on.

Option 2 Procedures- Upload from within Content Area or the Smart
Form

In the WORKAREA make sure you are in the CONTENT tab area, and then navigate to the folder
containing the smart form or content area you wish to add the document or file to. Open the smart
form or content area.

£ | M, gaw

Desktop Content Library

Click here

= [ T.nv.goy e
= [~ Content ] NE)
[ Contact Us
& [ | Governance
[+ || Helpdesk Support
[ | Home
= [= Sections
= [ Application Development
Buzinezs Anahyats
DBA
[-] ElLearning
[+ [ | Home
Programming

Tile You can add an image to most smart forms,
content blocks or using a straight HTML
content block.

|

—

L
E F= Web

FAls
Procedurez

L |
L |
Z5] | Test

@[] M-Investments

@[ | Security

& 55| Tech Ops

B B B B @
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In the smart form or content area, click the image icon. This example uses the PROGRAM PAGE Template.

Image:
& €| Clickimage icon

E paragraph

! Links
Bottom Boxes

B &Link / List

E‘, 6 Bottom Image Group: ‘ |
I:Jl_e; |Document' @ | N “Linkﬁ se e |
- . . Title:
Image: & 4— | Click where you URL / Document: [
B &Link / List see this symbol Image: .2 4— | Click where you
Tite: || l ik see this symbol
URL / Document: [g Blink. y
Elink.
ibottom

Click here to add the image to a plain HTML Content area.

When the CMS400 LIBRARY dialog box appears, in the left pane, navigate to the folder you want to
upload the image to and then click the ADD LIBRARY button.

CMS400 Library For destey

= [ES ITnv.gov

& [ Content Library Folder: “Testlimages”
|=2| Centact Us
@[5 Govemance €| AbpuBRARY | [@ 4
@[] Helpdesk Support
(e=1| Home .
Blzl Sections itle o
= [=r Application Developmen
[55] Business Analysts Help jpeg [uploadedimages/| TnvgowContent'Sections/Application_DevelopmentWebiTest'HELP jpg] T
[=5| DBA
|Z5] ElLeaming . N
[ Home Navigate to the
lisl Programming appropriate
= = Web
[ Faas folder, then
[ Pro —
|| Test

@[ IT-Investments
B[] Security Click here
[# [ | TechOps
B [ Services
[ jicv.gew
[ mamiage.nv.gov
|j MAassage. nv.gov
|j med. nv.gov
|j motorpocl. nv.gov
|J ndow.org
|J nhe.nv.gow

® 9 nitrn nw now
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Enter the image title and click the BROWSE button.

To upload and insert a local file:

£ ADD LIBRARY

4 D

Title: |

P

Enter image title

Filename: |

Description: |

|
=

Metadata:

|[ Browse...
Paragraph Style -
| | 4 Then, click here
| =
=

When the CHOOSE FILE TO UPLOAD window appears, locate and double-click on the image you want
to add to the CMS library and your page.

Choose File to Upload

by Documents

Lok, ir: | [D My Documents j Q ? 2 [~

\_‘5 . CElpagez. pdf T MaxCompz01

L -i DrailySikuationReport, pdf -i Mill. pdf

My Recent @Department-.ﬂ.gencies.csv @Milk.xlsx
Documents @Department-.ﬁ.gencies_cu:upv.csv IE_ﬂNaI:i\-'e.lf'.n'ueric
I T - EITS_Phonelist pdf T MativeAmeric
|:] FeaturedClasses June-July . gif -i ME_Mewvada_|
Desktop lﬂ_]GamblingCDunselnrRenewaI.ﬁ.pp.du:u: -"L MewadalTEC
- t GamblingCounselorRenewalapp. pdf -"; MY _Cormmmunis
____) E‘] glassesledgera0n.jpg -i MW _Mewvada_

E‘] glassesledger

t Lequme, pdf

Double-click to choose image file in this window

e 5 Legume. xlsx T7pe: JPEG Image BT
5])3 W] LicenseClinical_Renewalapp.doc Stees JEsls lostiian
My Computer t LicenseClinical_Renswaldpp, pdf -j rating.pdf
T LY _UrbandreaSouthernhy TICPY3-0b-BCCAPPROVED. pdf B renewaliotic
- <_ | z
My Metwark,.  File namne: | ﬂ Open :l Then, click
Places BErE
Files of type: |AII Files [*.7) j Cancel
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Click the ADD LIBRARY button to import and add your image to CMS and to the page.

CMS400 Library For destey
#5) Library

|j admin.nv.gov
|j Agengy.nv.gov

To upload and insert a local file: click here

|j agri.nv.gov ‘ ADD LIBRARY oy :}
|j alcohol.nv.gov
5] Alerts Titl
. Itle:
@9 AMBERAlert nv.gov 3 |Featured Classes |
E 2 baber.mv.gov Filename: |C:\Ducument5 and Settings\dmestey\hy Dnc“ Browse... J

|j teltca.nv.gov
@ 9 bop.nv.gov
|j boxing.nv.gov |
|j budget.nv.gov

|j capitolpolice.nv.gov T | — = .|£| in
|j CharterSchocls. nv.gow

|j chirchbd.nv.gov

|j cosmetclogy.nv.gov

|j oimecommission.nv.goy

|j orptr.nv.gov

|j dairy.nv.gov

|j dem.nv.gov

|j dps.nv.gov

|j Energy. nv.gowv

|j exchange.nv.gov

|j fire.nv.gow

|j funeral.nv.gov

|j HomeleansMevada.nv.gov

|j iaudits.nv.gov

|j id.dps.nv.gowv

|j IT.nw.gov :

e

Description: | W . |Paragraph Style vl B 7 | ?’l |:::| -

|
rEoeEag EE]

o
o

BN T

p
y
y
Y
;

Metadata:

PLEASE NOTE: Size the image before you upload it to CMS.

The finished product will look similar to the print screen showing below.

Bottom Boxes

E éd'Link / List
Group: |

B & Bottom Image
Title: |
URL / Document: [

lirk.
FEATURED CLASSES

lirk.

SCAFFOLD REGULATORY
REVIEW

Reno Territory

1:00P-4:00P

UL VIORKPLACE EMERGENCIES
s AND EVACUATION

5 Las Vegas Territory
1:30P-3:30P

POWERED INDUSTRIAL TRUCKS
Reno Territory
1:00P-4:00P

Image: h

lirk.
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Go to the browser page in the staging environment and verify your image has been added to the
page.

4 —

Click on the refresh button to verify the image is there

NOTE: If you were having trouble seeing your changes, you should see your
changes now in the staging environment for your site.

If not, please try viewing your changes in another browser, on another
computer or on a mobile device if that is an option. Clear your browser cache.
If that still doesn’t help, please contact your Agency’s PC/LAN Tech for
assistance.
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To add an image to an HTML content area:

Open the WORKAREA to the CONTENT TAB, click NEW then HTML CONTENT from the drop-down
menu or open the HTML Content area you want to add the image to.

=2

A
5 energy.nv.gov | VIEW | | DELETE || ACTION
@ [ZF exchange.ny.goy
@ [ZF fire.nv.goy
[ [F funeral.nv.gov Folder .
[ HomeMeansMevada.nv.gov e Click here THIS OPENS A
@ [ iauditz.nv.gov _ _ NEW HTML
“® id dps.nv.gov Discussicn Board CONTENT

[ M.nv.goy Community Folder AREA

2 [ Content Calendar

[] Contact Us / Then click here
|| Governance HTML Content

Helpdesk Support
— i i HTML FormiSurvey

[ | Home
= [ Sectionz
= [ Application Development Smart Form »
[| Businezs Analysts
=] DBA DMS Document

-] ElLearning

[+ [ | Home
[-=] Programming

Multiple OMS Documents

Collecticn
= [ Web
[ FAQs Menu
[--] Procedures

[£5] | Test
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When the HTML Content area appears, enter a page title, place your cursor in the window, and then click on
the LIBRARY icon button.

Edit Content in Folder "Test"

¢ rusush @) G [H @ @

Title: ‘ “‘|‘fE" 1) Enter page title
Content Searchable
Summary Metadata Aliaz Schedule Comment Templates
|55 4 G2 @ B @ M| |7 1 & BEAISEO©- BT F s
sEssEs=s===sHO- = =4
“— | 2)Clickin this area 3) Click LIBRARY icon

See Option 1 Procedures (import image before adding to page) or
Option 2 Procedures (add image at the same time as adding to page)
on the next page.
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OPTION 1 PROCEDURE - In the CMS400 LIBRARY navigate in the left pane to the folder you uploaded
the image to and then scroll down and locate and double-click on the image you want to add to the
HTML content area. If following OPTION 2 PROCEDURE see below (image has not been imported yet).

CMS400 Library For destey

|j id.dps.nv.gov
= Lj IT.nv.gov
= [=r Content
|| ContactUs
=
=
= Home
= [F=r Sections
[=]=} Application Developmen

Governance

Helpdesk Support
Title

Business Analysts
DBA
ElLearning

@ [£5] Home
=

= [ Web
5 Faas

|| Frocedures

Frogramming

[E5] Test
@[] T-Investments
@[] Security
[ Tech Ops
[ [ ] Services
|j jic.nv.gov
|j Mamiage. nv.gov
|j MEsE8ge. Nv.gov
|j med. nv.gov
|j motorpool.nv.gov
[} ndow.org
|j nhg.nv.gaov

W

]

SCAPFDLD REGULATORY
i

Bons Terrkery

1CoR4 R

WHERLACE ENERGENCES

AND EUACHATION

Las Lingas Tommmory
ey

3

£ || ADD LIBRARY

.1 30

Library Folder: "Test\images"

ﬁ b |Ima.g|=_=.

| English (u.5)

W

E

Featured Classes [uploadedimages/| Tnvgow/'Content/Sections/Application_DevelopmentWeb/ Test’2012-00

<

Double-click appropriate image in this pane

&

—

Glasses Image [uploadedimages/| Tnvgow/Content/Sections/Application_Development Web/Test/'glasseslec

e’

Ed
4

OPTION 2 PROCEDURE - In the CMS400 LIBRARY navigate in the left pane to the folder you uploaded
the image to and then click the ADD LIBRARY button.

CMS400 Library For destey

@[S id.dps.nv.gov
=2 1T v gov
B [ Content
[ ContactUs
[ || Governsnoe
[ [ Helpdesk Support
@[] Home
B [ Sections
=[5 Application Developman
=
=
=
E=
=
B [ Web
[ FAQs
[E Procedures
[ Test
E =] IT-nvestments
@[] Security
@[5 Tech Ops
W Semios
@Y jicnv.gov

F [ mamisge.nv.gov

Business Analysts
DBA

ELesrning

Home

Frogramming

"9 massage nv.gov
=8 med.nv.gov

=8 motorpocl mi.gov
[ ndoworg

3 nhp.nv.gov

Library Folder: "Testimages"

4 || ADD LIBRARY

Title

Featured Classes [uploadedimbges]

RS ACE EMERGENCIE S
A0 FUACATION

Glasses Image

ﬁ, 4 [images %[ Engiish (U5} v|
~
. cation_Development'Web/ Test/2012-0¢
Click here
I TrugowiC ctions/Application_D T
L]
| | >
4
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OPTION 2 PROCEDURES CONTINUED
In the CMS400 LIBRARY navigate in the left pane to the folder you want to upload the image to, enter
the image title and then click the BROWSE button.

CMS400 Library For destey

# [ Gowernance
[ [-] Helpdesk Support

@ [£5] Heme
= [F= Sediions

|=5| Business Analysts

B [= Aeplication Developmen

To upload and insert a local file:

€ || ADD LIBRARY | 4 TF

2) Enter image title here

@[5 T-Investments
@[] Security
[ [Z5 TechOps
@[5 Services

|j jicnv.gov

[ marmiage.nv.goy

|J massage. nv.gov

|j med. nv.gov

2 motorpocl.nv.gov

|j ndow.org

|j nhp.nv.gov

[ZF nitro.nv.gev

|j NPac.nv.gov

|j npp.dps.nv.gov

[ZF nsbla.nv.gev

Metadata:

Title: | |
|5 DBA
|=5| ElLearning Filename: | |[ B ]
&= Home R = -
£ Programming Pescripton: | 4 L3 B @ @ persrepnsiie =y 7 || O -
Qi Web ===l = =l ===
[Z5] FAQs .y . = ) -
[ Procedy 1) Navigate to folder | = = - rEEE8 3) Then, click here
[Z5] Test

Navigate to and double-click on the image you want to upload, and then click OPEN.

Choose File to Upload

Laak in: I My Dacuments j Q F B -
Lé |L5) GovernaorSandoval ) Mew Folder @ glassesladgersnn.;
{ |5 GUESTEOOK [C)outlook @ glassesledger. jpg
My Recent [CJ)HP Deskject 6840 Manual ) prig-psd
Documerts ) Labels |C)Purchase Request Forms
@ [CLesxar [C)Readiris
- [ LightScribe [C)STATUS_REPORTS
Desktop [CIMHD ) 5upply Srders
— () Miscellanenus (L) Timesheet
,> (CIMOVE [C5) Training
- @ My Music | Updater
My Dacuments |~ b misicvarious Artists [Cvisual Studio 2008
i (12} My Pictures [C5)WEBSITES-EKTRON
g_‘ @ Iy Videos
My'computa (@11 web sites
[CIMEATO Labels
g - -
ty Mebwark File: marne: |2D12-DB-22_DS41 phg j Open
Places
Files of type: IPictures [".gif".jpg." jpeg.” pna) ;I Cancel |

Click here
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When the dialog box below appears, click the ADD LIBRARY button to import the image to CMS and
your page.

To upload and insert & local file:

4 | ADDLIBRARY —=—2¢— | Click here

Title: |Featured Classes |

Filename: |C:1Dncuments and Settings\dmestey\Wly Dcuc:“ Browse... |

| prwah e 5 1 [9]

| | |
| & - = =

”
illi

Metadata:

The finished product will look similar to the html content area below.

Summary Metadata Aliaz Schedule Comment Templates

LRHBERI- Vi EEREA=ZO0-F
|n M &F apply Style = Mormal B I U A& |x X |iZ iZ £ i£|=
=K = =4

FEATURED CLASSES

SCAFFOLD REGULATORY
REVIEWW

Reno Territory

1.00P-4.00P

UL VWORKPLACE EMERGENCIES
i AND EVACUATION
5 Las Vegas Territory
1:30P-3:30P
&

POWERED INDUSTRIAL TRUCKS
Reno Territory
1:00P-4:00P
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Adding Bullets or Numbering to a Smart Form

_Sr;nrr?&;c;? Fields that Accept Bullets/Numbering
Links Page Copy & Category Description
Meetings & Page Copy only

Agendas

Page Paragraph field only

Page - Program | Paragraph Copy

Service Catalog | Page Paragraph & Description

Staff List Page Paragraph & Description

Tab DO NOT USE AT THIS TIME FOR ANYTHING

Open one of the smart forms listed above (for the example below the PAGE smart form template was used).
Click in a field that accepts bullets/numbering. Type your list of items, making sure to hit the enter key
between each one.

e e L = =
Paragraph:

bagel <+«— | Clickin a field that accepts
muffin

whole wheeat bread bullets/numbering and create
white bread| your list.
Honey-wheat Berry

Image:

Highlight the list by selecting all of it.

Highlight to select entire list

H= Then, click on either the bullet or numbered list icon
to add the bullets or numbering to the list.
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How to add a Table to a Smart Form

You can add a table to the following Smart Form templates:

o LINKS - Both the Page Copy field and the Category Description fields will accept tables.

e MEETINGS AND AGENDAS - is already set up as a table for you with 5 columns. You can have as many
rows as you like, but are limited to five columns entitled Date, Location, Agenda, Minutes &
Attachments.

e PAGE — Only the Paragraph field will accept a table.

e STAFF LIST - Both the Page Copy field and the Description fields will accept tables.

e SERVICE CATALOG - This template already contains a table for rates. However, it will also allow you to
add a table in both the Page Copy field and the Description fields. PLEASE NOTE: When using this
template any tables you create will NOT be formatted the same as the table already contained in the
template.

o PAGE PROGRAM - Only the Paragraph Copy field will accept a table.

You can choose from one of two Table styles by selecting the appropriate style in the Smart Form as shown
below.

E3 4 |

FPage Title:

Page Paragraph:

L3

Desc EQty-iCust
Laptop:l 5600

Style:|Style 1 v—o Click this drop-down menu to change the style of the table. You have two options
one in orange and one in blue.
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Click in a field and then choose the table icon and select the number of rows/columns you want the
table to display.

¢ rusush @REH | @

Title: | [English (L1.5.]]

Content Seerchable

Summary Metadata Alias Schedule Comment Templates

(53| 4 Ba i b @ @8 (" - & -] = -\[é;z\nﬂ ApplyStyle v humbersdlst v | B F T A | %' X \.55 EEIEE = %.
[E- =5 =2 4 & = 4 = EE
Page Title (optional): ‘
Page Copy (optional):
Click in this type of field. \ Next, click the Table Icon and choose
how many rows and columns should

Style (Choose layout type):
® style 1 O stye 2 display in your table

E &4 Glossary Item
Term:

Definition:

NOTE: DO NOT SET ANY CELL OR TABLE _

Table Wizard

SIZES, IT WILL AUTOMATICALLY TAKE o — e

CARE OF THAT IN THE NEXT STEP. goturrs (=] ] Gotumn spar .
Right-click in a cell in the table just created, E
and choose SET TABLE PROPERTIES. The
following dialog box will appear. Click on R
the Accesibility Tab. 3

Click in the Accessibility tab |
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When the following dialog box will appears. Enter the number of rows or columns you want to
appear as table headings in the Heading Rows and Heading Columns fields, then click OK.

L R N )

Table Wizard

[ Tetie Design

Accessioliny
-

Heading rows: |1 ""hm Enter number of heading rows
Heading columns: |[]

Caption align ment:

Captinn:(.t"

Enter number of heading columns

Next, click on the Table Properties tab. When the dialog box below appears, under Table Style,
choose .table_general, then click OK.

Table Wizard

g5 Table Properties

Cimensions

Layout

Baduground:
Alignment:

corsoms [

Cell Padding: I:I
Id: | |

Baduground Image

Border

[T

[T
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Style: | ,table_general

Select .table_general, then click OK |
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Your table will be formatted similar to the tables below when viewed in a browser.

STYLE1 Tier From To Rate Amount

STYLE 2

Laptop 1 F600
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Smart Form Page Layouts

Can be found online at http://agency.nv.gov/Pages/Pages - Smart Forms/.

822113

Department of Agency

Division of Agency -

DIAI2IOU 0] \YA6UCA

Pages - Srrart Forms

.gov
N Agencies Jobs About Nevada

@) This Site Only O State-Wide

Page Layouts
Page

Links

Meetings & Agendas
Press Releases
Glossary

Staff List

Social Media
Documents
Service Catalog
Program Page
Carousel

Countdown Clock

@ PAGE LAYOUTS - SMART FORMS

We have built out the most common smart form pages for agencies to use. A smart form is a form which
guides content contributors to simply fill out a form to add contentto a website while not having to know any
HTML or programming languages By using a smart form all content is added in a uniform and organize manner

W will continually add new smart forms to the system and will post them here along with a sample of the
features they pravide. In the mean time choose a smart form type from the left menu to see a sample of the
layout and the different style options to choose from

Page

The page smart form provides content contributors a form to populate a
general information page. The form provides for basic paragraph and
images. It also provides for the selection of two header options.

Links
The links smart form can be utilized to display a list of related links. The
City Websites options include building links by category along with 5 layout options

List of City Related Websites

City of Reno
FAQS na.
Videos
Photos
Contact Meetings & Agendas
Meetings and Agendas smart form provides for three unique styles to
Search - display minutes, agendas and attachments along with the date and time of
each meeting. Content contributars can populate the full year and come
back at any time hefore or after the meetings to post agendas, minutes
o and any attachments related to the meeting
Press Releases
The press releases section is a comhination of using the template and the
smart forms. The listing of press items has only one style with the press
© 1 Lol release itself comes in two style options. The press release allows for
e content contributors to attach images, documents and links to the press
©; pizuif S - release
© 192011
Glossary
Glossary provides a way to list definitions and terms related to the topic or agency. There are two styles to
choose from
agencynvgovPagesiPages_-_Smart_Formsf 142
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a22113 Pages - Srmart Forrms

Camputer Oparaniens

Cantract Asministration

EXECUTIVE LEGISLATURE ALERTS ABOUT NEVADA

o e m { 4 Tourism Information

Ecanomic De!

STATE EMPLOYEES

agencynvgovPagesPages_-_Smart_Forms/ 22
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Adding Navigation and/or New Pages to Site

Recommendations

1. When building the navigation bar or new pages be sure to view them in at least the top four browsers as
each may render the page and the menu items slightly differently and you may find the navigation runs
off the page in one browser while it does not in the others or that content is not displayed as expected
in one browser while it is displayed as expected in all the other top browsers. The top five browsers at
the time of this writing are:

a. Google Chrome (55-59% of users)

Mozilla Firefox (24-27% of users)

Internet Explorer (8-10% of users)

Safari (3—4% of users) - browser comes pre-installed on all Apple devices/computers (i.e., iPhone, iPad, etc.)

Opera (1-2% of users)

® Qo0 o

source: http.//www.w3schools.com/browsers/browsers_stats.asp

2. ltisrecommended that websites be organized so they have a maximum of 4 tiers and 3 tiers is
preferred. After the fourth tier, the items included in the fifth, sixth, seventh tiers, etc. will no longer
appear on the left navigation. For these pages it is recommended that links be added in the left or right
content areas to facilitate navigation between pages within the section.

Notes
1. On the category drop-down menu you will only see the 2™ tier menu items.
2. If you have too many items in a category drop-down they will not all appear in the drop-down area.
3. In order to have left navigation show on the left side of a page, the page must be included in the menu
items. This means every page must fall out of the top navigation of the stie.
4. If you have too many tiers the navigation will not appear on the left even though the items have been
added to the menu.

T

GOVERNANCE

Chief Information Officer eadership Team ission Statemen etrics
Chief Inf tion Offi Leadership T Mission Stat t Metri

© MRS 242 © NAC 242 © State Security Policies © Information Technology
Standards & Procedures Advisory Board (ITAB)

Governance (2 GOVERNANCE

Chief Information Officer © Chief Information Officer

A message from our CIO, David Gustafson
Leadership Team

© Budget Presentation - February 26, 2013

Mission Statement

Budget presentation given to the Joint General Government Subcommittee by David Gustafson, ClO.
Metrics Senators:
Joyce Woodhouse (Chair)
NRS 242 Mo Denis

Michael Roberson

NAC 242 Assemblymembers:
Lucy Flores
State Security Policies Paul Aizley
Standards & Procedures Joe Hogan
Paul Anderson
Information Technology Crescent Hardy
Advisory Board (ITAB)

M | eadershin Team
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Add Menu Categories, Items to Drop-Down Menus, Left Content
Navigation.

Email stateweb@admin.nv.gov to request items be added to the top and left-navigation when you add links
to the pages within your site.
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Logging Out

Close the WORKAREA by clicking on the 'X’ in the top right corner, then direct your browser to
http://staging.nv.gov and log out by clicking on the LOGOUT button.

. ) . .gov
A Enterprise Information Technology Services N Anencies | Jobs | About Nevada |

Web Staging Environment - Clicking on this will log

you out of the Content
Management System.

(O Official State Webteam Blog Work 4f6a Login
) (& logout )|[(Pworkarea) (2 preview)

No System Issues
3/19/2012 03:04:27 PM Sync to Production Status

Mo systemn issues at this time. Please contact State Web at 9am Syne:  6/15/2012 @ 3:01:50 AM
12pm Sync:  G/15/2012 @ 12:00:23 PM

stateweb@admin.mv.gov if You experience any issues. 3pm sync: 616/2012 @ 3.00:27 PM
Posted by Anthony Marcin 6pm Sync: BA18/2012 @ 45829 PM

"Agency" Template Version

Current Build: 2.1.026
Build Date: 05/09/2012
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